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Department of Education
REGION II1
SCHOOLS DIVISION OF ANGELES CITY

13 Jan 2026

DIVISION MEMORANDUM
No. 017 , s. 2026

SUBMISSION OF MANDATORY LEAVE SCHEDULE FOR CY 2026

To : Assistant Schools Division Superintendent
Chief Education Supervisors
Public Schools District Supervisors
Education Program Supervisors
Public Elementary and Secondary School Heads
Division Unit Heads
Non-Teaching Personnel
All Others Concerned

1. Pursuant to Section 25 of the Omnibus Rules on Leave, all officials and
employees with ten (10) days or more vacation leave credits are required to avail of a
mandatory five (5) day vacation leave (forced leave) every calendar year, whether
taken continuously or intermittently.

2. The five (5) working days forced /mandatory leave to be availed annually shall
be subject to the following conditions:

a. The head of agency shall, upon prior consultation with the employees, prepare
a staggered schedule of the mandatory five-day vacation leave of officials and
employees, provided that he may, in the exigency of the service, cancel any
previously scheduled leave.

b. The mandatory annual five-day vacation leave shall be forfeited if not taken
during the year. However, in cases where the scheduled leave has been
cancelled in the exigency of the service by the head of the agency, the
scheduled leave not enjoyed shall no longer be deducted from the total
accumulated vacation leave.

c. Retirement and resignation from the service in a particular year without
completing the calendar year do not warrant forfeiture of the corresponding
leave credits if concerned employees opted not to avail of the required five-day
mandatory vacation leave.

d. Those with accumulated vacation leave of less than ten (10) days shall have the
option to go on forced leave or not. However, officials and employees with
accumulated vacation leave of 15 days who availed of monetization for 10 days,
under Section 22 hereof, shall still be required to go on forced leave.

Address: Jesus Street, Pulungbulu, Angeles City
Telephone No. (045) 322-4104

Email Address: angeles.city@deped.gov.ph
DEPARTMENT il OF EDUCATION BAGONG PILIPINAS




N
/
M

4 v

Republic of t_he Philippines

Department of Education

REGION III
SCHOOLS DIVISION OF ANGELES CITY

3. To ensure proper monitoring of attendance and continuous delivery of
services, all concerned non-teaching personnel are required to schedule their five-
day forced /mandatory leave through the online form at

https://bit.ly/ForcedLeave2026 on or before January 30, 2026. In addition, a duly
filled out and signed hard copy of CSC Form 6 must be submitted to the Division
Office.

4, All School Heads and Unit Heads are hereby directed to remind all personnel
under their supervision to strictly comply with Civil Service Commission
Memorandum Circular No. 01, s. 2017, entitled “Reiteration of the Policy on
Government Office Hours,” particularly Sections 1 to 5 of Rule XVII of the Omnibus
Rules Implementing Book V of Executive Order No. 292. This includes adherence to
policies on official working hours and observance of administrative rules governing
frequent unauthorized absences (habitual absenteeism), tardiness in reporting for
duty, and loafing during regular office hours.

5. The School Heads and Unit Heads shall personally ensure the strict
monitoring and verification of employees’ monthly attendance, as reflected in printed
and duly verified and signed Daily Time Records (DTRs) or printed attendance logs
generated from biometric or authorized online attendance systems. Any attendance-
related violations shall be properly documented and immediately reported to the
Schools Division Office for appropriate action.

6. For information, wide dissemination and strict compliance.

——
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ENGR. EDGARD C. DOMINGO PhD CESO V
Schools Division Superintendent

Encl.: As stated

Reference: CSC Memo 41 s. 1998
MANDATORY FORCED LEAVE SCHEDULE
MCS/AOV/January 13, 2026
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